Records Retention Schedule SS ARC 932 (07/07)

Louisiana Secretary of State, Division of Archives, Records Management and History Page 1 of 2
ouge, Http:/www.sos.da.gov |7
Post Office Box 94125, Batt.:r? Roug LA 70804 p i “ g it e sr Farn
i Agency / DIﬂws:on { Section o : . o . . i __ORIGINAL SUBMISSION
Office of Risk Management/Division of Administration/Administration Unit 5 X _RENEWAL
U
"g 1 iy __REPLACEMENT PAGE
‘8.1 .| _ ADDENDUM PAGE
REE s ¢ Ramarks ‘
1 ACT= until the end of the FY in which the FMLA period
FMLA Record ACT+3FY 0 ACT+#3FY 1C S | N |1 | o pires. (originals retained by DOAHR)
2 Originals retained by DOA/HR
Personnel Files Act+3FY 0 Act+ 3 FY M |8 |N ! | Active = Until the end of the FY in which employee
separates from agency
3 Grievances Files Act+5FY 0 Act+ 5 FY c 5 N 1 é?:tsi:: = Until the end of the FY in which the matter is
4 B ACT= until the end of the FY in which the description is
Position Descriptions (SF3) ACT+3FY 0 ACT+3FY P18 LN I | abolished or is superseded. (originals retained by
DOAJHR)
5 ACT= until the end of the FY in which the record was
Purchase Orders & Requests ACT+3FY 0 ACT+ 3 FY P s N U | created or received. (originais retained by ORM
accounting unit)
B . ACT= until the end of the FY in which the position is
Applicant Data ACT+2FY 0 AGTE 2 FY s o ' | filed or closed. (originals retained by DOAHR)
7 s ACT= until the end of the month created or received.
Identification Badge files ACT+8MO s ACTI oMM heala U | (originals retained by State Buildings for 3 years)
8 ORM Organizational Charts PERM 0 PERM P IR | N |
9 i : ACT= until the end of the FY in which the record was
Office of Telecommunication Service Orders ACT+3FY 0 ACT+ 3FY P IS |N 1) st s sl
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Periad (when used define term in remarks column) P — Public Record Use FMLA= Family Medical Leave Act
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ ~ Y&S ORM = Office of Risk Management
— Calendar Year (Jan 1 - Dec 31) C - Confidential Information N-No
AY - Academic Year (Aug 1 - July 31) Archival Processing Codes Vital geco_rd
FFY — Federal Fiscal Year (Oct 1 ~ Sept 30) A - Transfer to State Archives ide"t_‘ﬁ“h‘m Code
MO — Months WK —Week DY - Day(s) R — Retain in Agency Archives V=Vital
PERM ~ Permanent § — Review by State Archives { =imporiant
O - Other (Specify in Remarks) b Mesul

“M 5 %7 5--201% Caiie. Wnider, LEH ilis fid

cy Approval Date Signed Secretary of State, State Archwes & Records Semces Date Approved




Records Retention Schedule S8 ARC 932 (07/07)
Louisiana Secretary of State, Division of Archives, Records Management and History Page 2 of 2
Post Office Box 94125, Batorf Rouge, LA 70804 Http;llwww.sqsflig.gov hidlaaie e et Eon
Agency No | Agency / Division / Section s - : o : . __ ORIGINAL SUBMISSION
Office of Risk Management/Division of Administration/Administration Unit X RENEWAL
i 5 : e ___REPLACEMENT PAGE
Rorenieh Pl __ADDENDUM PAGE
g Remarks =~ .
10 ; ; ; Active = until the end of the FY in which the vehicle is
Vehicle History Files ACT +3FY 0 ACT +3FY PR N I surplused or disposed of.
11 Time and Attendance Records ACT +5FY 10 ACT+5FY |M |S |N |V | ACT=untiendof the FY year created
12 T : ; ACT= until the end of the FY created or recaived
Training History Files (CPTP) ACT+3FY 0 ACT+3FY P |S N u (originals retained by DOA/HR)
13 ACT= until the end of the FY in which the record is
Propertyfinventory Records Act+4 FY 0 Act+ 4 FY Poaba g U | created or received. (originals retainad by LPAA)
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M ~ May Contain Confidential Information | ¥~ Y&8 ORM
CY — Calendar Year (Jan 1 — Dec 31) C ~ Confidential Information N-No
AY — Academic Year (Aug 1 = July 31) Archival Processing Codes Vital secord
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives [dentification Code
MO — Months WK ~Week DY - Day(s) R — Retain in Agency Archives Ve Vital
PERM — Permanant S — Review by State Archives 1= Important
U= Useful

O — Other (Specify in Remarks)

g

62014

\Agaueév Approval

Date Signed

&’ﬁ( L ,.-r-g /)’Y/)ﬁ/{ nﬁf/)«« M

Secretary of State, State Archives & Records Services

ffl/r.’s’ /’L!L

Date Approved




Records Retention Schedule

ssARC 932 07107y L 2.0} ¢ . 2UA

Louisiana Secretary of State, Division of Archives, Records Management and History Page 1 of 1
Post Office Box 94125, Baﬁ%n Rouge, LA 70804 H&p:{Mww;as.la._gqv _ it (ol Earic
Agency NS Agency / Division / Section iy g __ORIGINAL SUBMISSION
: 3 Office of Risk Management/Division of Administration/Claims Unit 5 X_RENEWAL
R ¥ i £ __REPLACEMENT PAGE
S Racofdssaﬁeg S Retention Period s 205 §. __ADDENDUM PAGE
oy S S : ‘:Ih‘:ot’ﬁco 7 T Total g E g ' ;- ; Remarks
Storage | Retenton | & | < | @ | 5
1 Claim Files Act + 5 FY Act+ 5FY M |S N V| Active until end of the FY in which the claim is closed.
2| osaster Clams 270 v a e v B eeis
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT «~ Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y-Yes
CY - Calendar Year (Jan 1 — Dec 31) C — Confidential Information N - No
AY —~ Academic Year (Aug 1 ~July 31) Archival Processing Codes Vital Record
FFY ~ Faderal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives identification Code
MO - Months WK - Week DY - Day(s) R ~ Retain in Agency Archives Vein
PERM — Permanent S - Review by State Archives = Important
O - Other (Specify in Remarks) U= Useful

7 e o
/A ‘ R g b 7 X
-~ / ;7 /. s } ¢ - 2
)~ ) éL : » G-l é @[t LY 1 ( ¢ A Ji / 12 / 1
Agericy A!i;p;ovai Date Signed fSecretary of State, State Agchives & Records Services Date Approved




Records Retention Schedule SS ARC 932 (07/07) Rrolu-Ze4

Louisiana Secretary of State, Division of Archives, Records Management and History Page 1 of 1
Htip:/) .sos.la. ;
Post Office Box 94125, Bator.; Rouge, LA 70804 pl Ilwvrvw‘sos fa.gov liidicsie Do of Barmy
Agency No | Agency / Division / Section e ; - _X_ORIGINAL SUBMISSION
Office of Risk Management /Division of Administration/ Loss Prevention . __ RENEWAL
Lo __REPLACEMENT PAGE
e ADDENDUM PAGE
: i E Remarks
o - Retention |- Zl sl L
1 ACT= until the end of the FY in which the record was
STARS Audit Documents ACT+ 3FY 0 ACT+ 3FY P s N U ke Tl ey
2 3 ACT= until the end of the FY in which the record was
Audit Results By Fiscal Year ACT+ 3FY 0 ACT+ 3FY P |S |N |
3 . + ACT= until the end of the FY in which the record was
Audit Review Requesied By Agency ACT+ 3FY 0 ACT+ 3FY P IS |N B e Sy i
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {when used define term in remarks column) P - Public Record s
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information | ¥ — &S
CY - Calendar Year (Jan 1 - Dec 31) C — Confidential Information N-No
AY - Academic Year (Aug 1 — July 31) Archival Processing Codes Vitat Record
FFY - Federal Fiseal Year (Oct 1 - Sept 30} A = Transfer to State Archives 'de"t‘m"au"“ Code
MO ~ Months WK —Week DY - Day(s) R - Retain in Agency Archives V=Vital
PERM ~ Permanent S — Review by State Archives I = Important
O - Other (Specify in Remarks) U= Useful

4/”/#3 QﬂL«—# 5 -20/% émm/)”)/)mm/ fféf /1 ,//”9//‘7&

cy Appmval Date Signed Secretary of State, State Archlves & Records Semces Date Approved




Records Retention Schedule

S8 ARC 932 (01/12)
Louisiana Secretary of State, Division of Archives, Records Management and History Page 2 of 2
ox 94125, n Rouge, LA 70804 : .sos.la. :
Post Ofﬁ:,e B 3 125/8;!? i t.;u: . Http !Iwww §os la.gov thiicata Usa ol Farn
| Agency No gehicy FUMigion EZortan : __ORIGINAL SUBMISSION
Division of Administration/ Risk Management / Accounting Unit X RENEWAL
__REPLACEMENT PAGE
3. __ADDENDUM PAGE
g i " ‘Remarks
11 ACT= until th.e end olf the FY iﬁ which the recorrc.l Vle;r 5
Cancelled Checks ACT+ 20 FY 0 ACT+ 20FY P V| resin bF rabiiad
12 Financial Reports ACT+ 10FY 0 ACT+ 10FY P v ACT= until the gnd of the FY in which the record is
created or received.
13 1099's ACT+ 5FY 0 ACT+ 5FY P v | ACT= until the end of the FY in which the record is
created or received.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July i- June 30) M ~ May Contain Confidential Information Y-Yes
CY - Calendar Year (Jan 1 —Dec 31) C — Confidential Information N-No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives [dentification Code
MO —-Months WK —~Week DY - Day(s) R — Retain in Agency Archives V=Vital
PERM -~ Permanent S — Review by State Archives I = Important
O - Other (Specify in Remarks) U= Useful
9.2 t 56204 ( e Mader. L4 i) g
< . e e ] : 7 +
cy Approval Date Signed Secretary of State, State Archives & Records Services Date Approved




Records Retention Schedule SS ARC 932 (01/12)

Loulsiana Secretary of State, Division of Archives, Records Management and History Page 1 of 2
2 .50s.1a.go :
Post Office Box 94125, Baton Rouge, LA 70804 Hitp:/hwww lg v ilicale e of B
‘ Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
= | Division of Administration/ Risk Management / Accounting Unit X RENEWAL
__REPLACEMENT PAGE
___ADDENDUM PAGE
S R Ramarks
1 Manual Check Requests ACT+ 1FY 3FY ACT+ 4FY Mlis oY U | ACT= until the end of the FY created or received.
2 Recoveries ACT + 3FY o Acl +3 FY P s N v cl;\oc::: = Until the end of the FY in which the matter is
3 Active = Until the end of the FY in which the project is
Hurricane Recoveries ACT + 3FY 0 ACT + 3FY P |8 [N v | closed out.
Subject to Federal audit
4 Payables ACT + 3FY a ACT + 3FY P S N V | Act= uniil end of FY created or received.
5 Voided Check Summaries (Reconciliation ACT= until the end of the FY in which the record is
Reports) ACT+ 3FY 0 ACT+ 3FY P S N I etaalouior rakaied!
e ACT= until the end of the FY in which the record is
6 Correction Documents {J forms} ACT+ 3FY 0 ACT+ 3FY P |{S |N B e gl :
7 Contract Payment Reports (STARS Reporis) ACT + 3FY 0 ACT + 3FY P ] N U | Act= until end of FY created
ACT= until the end of the FY in which the record is
8 Travel Documents ACT+ 1FY 2FY ACT+ 3FY G oHS Y E e aAor eoiln .
9 Bank Reconciliations ACT+ 3FY 3FY screer roraleisliy Sy | AT EE B e PO o teen
L Budget Requests ACT+ 20 FY ] ACT+20FY | F | S N V | Active = Untit end of the FY in which matter is closed
Permitted Retentlon Period Abbreviations Security Status Codes State Recards Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column} P — Public Record Use
FY- Fiscal Year (July 1- June 30} M — May Contain Confidential Information s
CY - Calendar Year (Jan 1 - Dec 31) C - Confidential Information N -No
AY - Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Beco_rd
FFY — Federal Fiscal Year (Oct 1 - Sept 30} A - Transfer to State Archives Identification Code
MO — Months WK —Week DY - Day(s) R — Retain In Agency Archives V= Vital
PERM — Permanent S - Review by State Archives = Important
Q - Other (Specify in Remarks) U= Useful

L e 5-¢-2014 Chue Masbe, (24 )iz )i

Agency Approval Date Signed Secretary of State, State Archives & Records Services Date Approved



Records Retention Schedule

SS ARC 932 (07/07)
Louisiana Secrelary of State, Division of Archives, Records Management and History Page 1 of 1
i Http:/fiwww . sos la.gov 2

Post Office Box 94125, Bét?rf Rouge LA 70804 p s s 2 a.g . Ihdicats Usd of Eorrm
I Agency No | Agency / Division / Section o ORIGINAL SUBMISSION
I’ Division of Administration/ Office of Risk Management / Auditing & Statistics Unit _; RENEWAL
; __REPLACEMENT PAGE

__ADDENDUM PAGE
i it Remark
. - 'Retention B e L e
1 : ACT= until the end of the FY in which the record is
CORA Premium Development Files ACT+ 10 FY 0 ACT+10FY |C |S | N V| created or received. (Note: Series is a composition of
items #'s 2-4 of previous RRS)
2 ACT= until the end of the FY in which the record is
Risk Exposure Files ACT+ 10 FY 0 ACT+ 10 FY P S N V | created or received. (Note: Serles is a composition of
items #1 and #6 of previous RRS)

Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations

ACT - Active Period (when used define term in remarks column) P — Public Record Use CORA - Cost of Risk Allocation

FY- Fiscal Year (July 1- June 30) M —~ May Contain Confldential Information Y-Yes

N - No

CY - Calendar Year (Jan 1 —Dec 31)

AY - Academic Year (Aug 1 — July 31)

FFY — Federal Fiscal Year (Oct 1 —~ Sept 30)
MO — Months WK -~ Week DY - Day(s)
PERM ~ Permanent

C — Confidential Information

Archival Processing Codes Vital Record
A - Transfer to State Archives Identification Gode

R — Retain in Agency Archives V= Vital
S ~ Review by State Archives 1 = Important
U= Useful

O — Other (Specify in Remarks)

\A.gei{cy Approval

U

5-6-201% C{} .(LL‘L /)rﬂd/o{’f% ; CQ/C[ l[//’j)}l‘-—f‘

Date Signed Secretary of State, Staté Archives & Records Services Date Approved




Records Retention Schedule S5 ARG 932 (07/07)

Louisiana Secretary of State, Division of Archives, Records Management and History Page 1 of 1
Post Office Box 94125, Baton Rouge, LA 70804 Hitp:/iwww.sos.louisiana.gov i
— - : Indicate Use of Form
it LB ot __ORIGINAL SUBMISSION
Division of Administration/ Office of Risk management/information Technology Unit - X RENEWAL
- = - £ __REPLACEMENT PAGE
. Numl:e : : e e T Retention Period z 3 _é 5 ___ADDENDUM PAGE
: i 3 In Total 3| E = 5 Remarks
_ OISt |, Siorage | Museotios | B | & g 3 s
1 Daily Check Process ACT+ 6 Mo 45FY AcT+sFY P |8 IN v ;ﬂ: d“;‘f’r;‘zisgg‘
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define tenm in remarks column) P - Public Record Use
FY- Fiscal Year (July - June 30) M — May Contain Confidential Information | ¥ = Y88
CY - Calendar Year (Jan 1 —Dec 31) C - Confidential Information N -No
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 - Sept 30) A~ Transfer to State Archives Identification Code
MO - Months WK ~Week DY - Day(s) R ~ Retain in Agency Archives V= Vital
PERM ~ Permanent $ ~ Review by State Archives £ X HIportant
O — Other (Specify in Remarks) U Usalut

. !r,/nqs_ //“ ,//,?_. /) : 4,
///(// st 09.,(4L——~ St~ 20/ "7£ C&/{w& ) /) ) AT Cf l { I / 2 ’Ui i fé, }H 2 ;uﬁéeé’
cy Approval : Date Signed Secretary of State, State Archives & Records Services Date Approved




Records Retention Schedule

Louisiana Secretary of State, Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Hitp:/iwww.sos.la.gov

58 ARC 832 (07/07)

Page 1 of 1__R2014-260A C

Indicate Use of Form

cy Approval

Date Signed

Secretary of State, State Archives &

Records Services

Agency No | Agency / Division / Section _X_ORIGINAL SUBMISSION
003007 | Department of Administration! Office of Risk Management/ Underwriting _RENEWAL
b a2t : : ’g __REPLACEMENT PAGE
ltem Retention Pericd € ? K WADDENDUM PAGE
Number Records Series Title - 2 “ 5 ;
.' In Office In Total 5| 5| 88 B Remarks
: | Storage | Retention §| &%| a8 5
1 Account Design Parm Parm P IR [N v
) ot ACT= until the end of the FY in which the record was
2 Bid Invitations and Correspondence ACT+ 10 FY ACT+10FY {P |8 IN B Shrion sty
: ; : : : ACT= until the end of the FY in which the record was
3 Ruilders Risk Premiums, Reporis and Files ACT+5FY ACT+5FY P [8 |N LI 5 e il i
s ; Z ACT= until the end of the FY in which the record was
4 Exposure Files (Aviation, Marine and Property) ACT+5FY ACT+ & FY P |8 |N b ¥ et inl
ACT= until the end of the FY in which the record was
5 General Correspondence ACT+EFY ACT+ 5FY P IS |N [ sl sl el
6 Certificates of Insurance Perm Pem P |R N v
: : ACT= until the end of the FY in which the record was
7 ORM invoices ACT*:f_’_fY ACT* 5 FY B 5 N | created or received.
& Policy and Correspondence Files Perm Pem P | S N %
ACT= Until the_end of the FY in which dacument no
9 Professional Correspondence ACT + 1FY ACTHFY #oie LN V| longer applies, as determined by Underwriting
personnel
ACT + 1 AGCT= Until the end of the Fy in which document no
10 Key Contacts ACT ,t.i_E}?’ FY = P IS | N || | longerapplies, as determingd by Underwriting
R personneal.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT ~ Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information Y - Yes
CY - Calendar Year (Jan 1 — Dec 31) C ~ Confidential Information N~ No
AY - Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives {dentification Code
MO — Monthe WK —Week DY - Day(s) R - Retain in Agency Archives V= Vital
PERM ~ Permanent S - Review by State Archives I = Important
O - Other (Specify in Remarks) U= Useful
- { Sk g
= f = 14 ] Ly = : . :
Hy S A - H-13-1Y (AL W Vet LA ‘f’»} 5] I+ oo A
- 2 ot g g S G AL ‘{;é)g

bat‘e Approved_




Records Retention Schedule

$S ARC 932 (07/07)
Louisiana Secretary of State, Division of Archives, Records Management and History Page 1 of 1 R2014-269A c
Hitp:/fwww sos louisiana.gov
Post Office Box 94125, Batnn Rouge, LA 70804 p os.loui g it tiss of Form
Agensy e | Ageney ) ERVSOR Sachon. LS 8 X ORIGINAL SUBMISSION
Office of Risk Management/Division of Administration/Contracts Unif & __RENEWAL
: At i Bt 8 __REPLACEMENT PAGE
tem etention Perio Q
Number Records Series Title 2l ® 2 ADDENDUM PAGE
5 ®
e In Total 3 £l s |3 Remarks
n Office B}
Storage | Retention | & | < | @ | 5
1 Attorney/Adjuster/Expert Contracts ACT+3FY 2FY ACT+SFY |P |s |Y |V f;“'n‘;“"i:;e"sf“"‘ end of FY in which contract expires or
2 Outside Agency Contract Approvals ACT+1FY 2FY ACT+ 3 FY P8 ]y i t‘;‘ﬂ:a‘;;‘;‘f end of FY in which contract expires or
3 “1524" Payment Forms ACT+ 3 FY 2FY ACT+ 5 FY F.|s dY I | ACT = until end of FY in which created or received.
4 Requests for Proposals ACT+ 3 FY 25T ACT+EFY M |5 Y I | ACT = untit end of FY In which created or received.
5 Attorney Files ACT+1FY 4FY ACT+5FY M |8 b U | ACT = untit end of FY in which services end.
6 Adjuster Files ACT+1 FY AFY ACT+6FY | P |S |Y |U | ACT= untilend of FY in which serviced end.
1 Expert Files ACT+1FY 4FY ACT+ §FY 7okl B o U | ACT = until end of FY in which services end.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P ~ Public Record Use
FY- Fiscal Year {(July 1- June 30) M ~ May Contain Confidential Information | ¥ ~ Y&S
CY - Calendar Year {Jan 1 — Dec 31) C - Confidential Information N-No
AY - Academic Year (Aug 1 — July 31) Archival Processing Codes Vital _Reco_rd
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A —Transfer to State Archives ident.!ﬁ cation Code
MO ~ Manths WK ~Week DY - Day(s) R - Retain in Agency Archives high Lo
PERM - Permanent S — Review by State Archives I= Important
U= Useful

O — Other (Specify in Remarks)

o

e el

HYgen}cy pproval

o Mok (2M

17—‘_ iS‘ e

Date Signed

Secretary of State, State Archwes & Record'; Services

Date Approved




Records Retention Schedule

S5 ARC 932 (07/07)
Louisiana Secretary of State, Division of Archives, Records Management and History Page 1 of 1 R2014-269A c
Post Office Box 94125, Baton Rouge, LA 70804 Hitp:/iwww.s0s.la.gov indicate Use of Form
1 Racy /IDion] Semr) 7 __ORIGINAL SUBMISSION
7| Division of Administration/ Office of Risk Management/ Medical Review Panel o X_RENEWAL
ite e : = : : P "g __REPLACEMENT PAGE
Kumrger Records Series Title 5 Retentiot_! e & 'E E = s AUENDUMIEAEE
A : 5 ~ Total 2| E| 28 = Remarks
: inOffiae St;pa';tje Retention d’i'; E a g g
L Medical Review Panel Files ACT+5 FY | 5FY o LECSREN MR 0 ) T e R i i
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT ~ Active Period {when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) i — May Contain Confidential information Y= Yes
CY — Calendar Year (Jan 1 - Dec 31) C - Confidential Information N-No
AY - Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A—Transfer to State Archives identification Code
MO —Months WK —Week DY - Day(s} R — Retain in Agency Archives V= Vial
PERM — Permanent S — Review by State Archives I = Important
O - Other (Specify in Remarks) U= Useful

%) OZ/__;

[2-15-1¢

\Rg{cy Approval

tz,!;gl{.q‘&

Date Signed

{
Secretary of State, State Archives & Records Services

Date Approved




